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 New Employee Enrollment   
Welcome new City employee! This is a job aide to introduce you to PeopleSoft, the City’s Human Resources, and 

Payroll system.  

 

Step Action 

1. Locate your Employee ID number from your Onboarding account.   On the 

main page click on the Employee link located on the left side of the page.   

 

 

 

 

 

 

Your employee number will be listed under Employee Details.  Copy the 

last 5 digits on the number listed under Employee #, this will be used in step 3.   

 

2. Open an Internet session from any browser. In the address line type employee.cabq.gov. You 

can also get there by going to the City’s Employee website at eweb.cabq.gov. Once there, you 

can click on the Employee Self Service link in the top left corner. This will take you to the 

login screen for PeopleSoft. 
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Step Action 

3. At the login page, sign in by entering your User ID and Password.  Your User ID is a six character value 

Exxxxx (the x’s being the last five numbers in your Employee ID.)  Your default password is c@bq (all 

lower case) then the last four of your social security number and the first letter of your last name 

capitalized.  An example is: c@bq12345Z.   

4. Immediately after logging in change your password by clicking on main 

menu then change password.   

 

 

 

5. On the homepage, click on Personal Information Summary.  Verify that name, address and phone 

numbers are all correct and up to date.   

 

 
 

6. Click on Change Emergency Contacts 
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Step Action 

7. Click on the Add Emergency Contact button to add contact information 

 

8. Enter the Emergency contact name and relationship, and then click on the Edit Address button to enter 

the address.  Click the OK button to save address.  Note: If the emergency contact has the same address 

as the employee check the Contact has the same address as the employee box.  Enter emergency contact 

phone number (xxx/xxx-xxxx), click the Save button when finished adding all information.  Click the ok 

button, the emergency contact will be listed click the Return to Personal Information link.  

 
 

 

9. Click on Home  
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Step Action 

10. Click on the Direct Deposit Link, then click on the add account button  

 

 

11. Add bank account information, set the deposit type, amount of percent, and deposit orders fields to 

match the highlighted fields below.   

 
 

12. Click the Submit button to save bank information, enter your password to confirm the information is 

correct.  A confirmation message will apear, click the ok button to proceed.   

13.  Navigate to the home page by clicking on the home link at the top right  
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Step Action 

14.  Click on W-4 Tax Information 

 

15. Enter Allowances in the highlighted boxes, also indicate marital status.  Click the submit button to 

update and save information.  Enter password and click continue, click ok after the confirmation 

message appears.   

 

 
 

16. Click on the home link then sign out by 

clicking on the sign out link on the top 

right.   

 

 

 

 


